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Today’s Learning Objectives

By the end, participants will be able to…
• describe the purpose of resumes 
• identify components of effective resumes
• identify how to articulate research experience in 

resumes



Resumes
Zariah & Alexa 
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Learning 
Outcomes

●How to format
●Content to include
●How to make your 

resume stand out



Purpose of a Resume?



Purpose of a 
Resume

●Strengths, skills, & 
accomplishments

●Golden ticket into an 
interview

●1 page written first 
impression



Getting Started
●Inventory
○Collect your skills, education, and                    

experiences - all experience counts!
●Analyze
○Review job description to identify                         

keywords and match your                                        
transferable skills

●Who is my audience? What will they find valuable? 



What are Transferable Skills 
- Skills that apply across roles, industries, and environments 

Examples relevant to Campus Jobs or Student Organizations
★ Communication 
★ Program Support and Event Coordination 
★ Advising, Mentoring, and Peer Education 
★ Data Tracking and Reporting 
★ Outreach and Engagement 
★ Problem Solving and Crisis Response

Same Skill—-> different language depending on industry
 



Transferable Skills Across Industries
Core Skill Higher Education Corporate Nonprofit Healthcare

Communication Advised students on 
academic, financial, and 
personal support resources 
while maintaining 
confidentiality

Communicated with clients 
to assess needs, provide 
accurate information, and 
resolve concerns in a timely 
manner

Engaged community 
stakeholders through 
outreach, education, and 
relationship-building 
initiatives

Supported patient intake by 
explaining procedures, 
answering questions, and 
ensuring accurate 
information exchange

Data Tracking 
and 
Documentation

Logged student interactions 
and documented service 
usage to support retention 
and reporting efforts

Maintained client records 
and updated internal 
databases to ensure 
accuracy and compliance

Tracked program outcomes 
and participant engagement 
to support grant reporting 
and assessment

Updated patient records and 
verified documentation in 
electronic health systems

Programming & 
Event Support

Supported workshops and 
educational programming by 
managing logistics, 
materials, and participant 
engagement

Coordinated trainings, 
meetings, or onboarding 
sessions to support 
employee and client 
engagement

Planned and supported 
outreach events to advance 
organizational mission and 
community impact

Assisted wellness initiatives 
by supporting health 
education programs and 
patient-centered events

Customer Service 
& Support

Served as a first point of 
contact for students, 
offering guidance and 
appropriate referrals

Provided frontline customer 
support in a fast-paced 
environment, ensuring 
positive client experiences

Responded to community 
inquiries and connected 
individuals to services and 
resources

Delivered compassionate 
support to patients and 
families while addressing 
concerns and directing them 
to appropriate care



National Association of Colleges and Employers 
(NACE) Career Readiness Competencies

1. Career & Self-Development

2. Communication

3. Critical Thinking

4. Leadership

5. Professionalism

6. Teamwork

7. Technology



Formatting
●Length: 1 page
●Font: 10-12pt font, simple style (Arial, Calibri, Didot, Garamond, 

Helvetica, Times New Roman)
●Margins: 0.5”-1”around entire page
●Spacing: Single space text, add 1 space between sections
●No columns, no picture, no templates, and avoid color. 
●The specific content is what you should be focusing on. 
●Submit as a PDF
●ATS (Applicant Tracking System)





Resume Outline
●Heading
●Education
●Experience
●Optional Sections
○Summary
○Coursework 
○Honors/Achievements
○Skills

City, State |



Heading
●Name: 14-20pt font, bold
●Address: City, State
●Email: 1 email, @ncsu.edu preferred
●Phone: 1 phone number
●LinkedIn/Website/Portfolio : use simple, customized 

web addresses.
●Clifton Strengths: top 5 strengths (optional)



Summary: Optional
● Valuable for pointing out specific career interests/strengths
● Recommended when experiences don’t closely align with industry or you’re 

just starting out
● Who are you + What do you bring + Where are you headed



Education
● Reverse chronological order
● Degrees completed/expected to receive

○ Include anticipated graduation date (month and year)
● Remove high school after first year
● GPA: include if 3.0 and above



Experience
• Paid and unpaid jobs/internships, substantial volunteer experiences, research, clubs 

and organizations, class/group project work  
• Reverse chronological order -- most recent first

– Most relevant first if the most recent experience is not relevant
• Categorize and customize headings according to type and relevance, if 

applicable
– Clinical Experience, Research Experience, etc.

• Bullet statements
– Start with strong action verb to indicate transferable or technical skill
– Describe context and purpose of actions, use #s whenever possible
– Write in terms of accomplishments/impact, wherever possible



Experience Example
FORENSIC LAB EXPERIENCE
Research Assistant | NC State University Forensic Science Institute, Faith Lab | Raleigh, NC          January 2023 - 
Present
● Conduct database searches to compile mitochondrial genome data for North Carolina wildlife vertebrate species
● Establish a forensic mitochondrial sequence repository and validate NGS methods for animal species identification to 

support local and international casework in veterinary and wildlife forensics
● Extract DNA from buccal swabs and Oragene DNA saliva extraction kits
● Assist in a project funded by the National Institute of Justice (NIJ) for the development of a NGS-sequencing filter tool by 

analyzing statistical STR data produced under different standard deviations to determine most accurate sequencing 
output with fewest numbers of allelic drop-in/drop-out

CUSTOMER SERVICE EXPERIENCE
Student Assistant | NC State Libraries, D. H. Hill & Veterinary Medicine | Raleigh, NC         
August 2021 - May 2023
● Handled a variety of requests from patrons including searching and retrieving book titles and lendable technology, 

solving printing issues, and educating patrons on the facilities
● Executed multiple tasks simultaneously during busy hours; communicate effectively and work efficiently as a part of a 

team
● Documented statistics of library usage by conducting headcounts and recording instances of patron assistance in order 

to provide accurate data
Barista | Cup-A-Joe | Raleigh, NC
  
August 2020 - August 2021
● Provided quality customer service to a high volume of customers in a fast-paced work environment
● Promoted within the first month of employment from Cashier to “Line Mover” and then to “Barista”
● Processed approximately 100 customer orders and transactions during peak business hours
● Coordinated the accuracy of customer orders with team of 4 co-workers at a time



Use Strong Action Verbs by Skill Set



Impactful  Accomplishment Statements
● Action Verb + What Happened + Purpose/Result/Impact

○ Performed X to do Y resulting in Z
● Use keywords and #’s 

Before:
Cleaned cages and fed animals

After:
Executed specific protocols to clean 30 dog and cat cages, 

ensuring a healthy kennel environment

and/or
Followed detailed veterinarian instructions to individually feed up to 30 animals per 

day, using the correct ration for each animal’s specific needs



Quick Activity

❏ Action Verb + What Happened + 
Purpose/Result/Impact

❏ Statement 1: Worked cash register and 

served food to customers.

❏ Statement 2: Made sure cell cultures grew 

successfully in lab. 



Examples:

❏ Statement 1: Operated the cash register and provided efficient, 

friendly customer service while preparing and serving food.

❏ Statement 2: Maintained and monitored cell cultures to ensure 

optimal growth conditions and experimental success.



Skills
●Technical skills (science/laboratory, computer software, production 

skills, fieldwork skills, etc.)
●Not interpersonal skills
○Prove these in your action                                                           statements



Relevant Coursework: Optional
● Include courses specific to your interests or concentration
● Especially relevant when you start taking major courses, not Intro 

courses.
● Entire course name; no abbreviations!



Honors & Achievements
● List the name and date received
● Write out acronyms- expect the recruiter to not know the 

honor/achievement



Extracurriculars & Service
● Various titles (Campus Engagement, Honors & Activities, 

Extracurriculars, Leadership & Activities, 
Campus Involvement, etc.)





Proofread and Finalize
• Review for 

– consistent formatting
– content
– conciseness 
– typos
– grammar
– punctuation

• Have others review
– Make an appointment on ePACK
– Drop-In Hours

• Convert to PDF before sending
• Save as: YourNameResume



Resume Review Checklist



Questions?



Career Development Center Resources
Virtual Drop-In Hours via ePack:
●Mondays 1-3pm
● Fridays 1-3pm

In-Person Drop-In Hours:
● Career Development Center (Pullen Hall)
○Wednesdays 11-2pm

● Academic Success Center (DH Hill)
○ Tuesdays 1-4pm

Resources:
● Career Guide (CDC Website)
● Career Counselor (ePACK)



A few tips for research 
opportunities…



When seeking research opportunities…

• Do you always need prior research experience?
• Do you need advanced coursework?
• Do you need lab experience?
• Do you need to know a lot of technical skills?



Professional summaries in research

• Use this as an opportunity to reaffirm your research 
goals

• Explain what you are interested in and why
• Does not need to be tailored to individual faculty

– Potential mentors should see their research 
captured in your summary



Resumes highlights for research

• Relevant coursework
– Doesn’t have to be advanced coursework

• Previous research experience 
• Previous work experience
• Applicable skills

– Coding, foreign languages, technical skills, etc



General professionals skills are crucial!

• Regardless of the research opportunity, certain skills are 
still going to be useful:
– Communication
– Time management
– Organizational skills
– Conflict resolution & teamwork



Questions?



Thank You!
Thank You!

Office of Undergraduate Research

2425 DH Hill Jr. Library

go.ncsu.edu/OUR

undergraduate-research@ncsu.edu

Instagram: @NCStateOUR

Facebook & LinkedIn: 

NC State Office of Undergraduate 
Research

+

http://go.ncsu.edu/OUR
mailto:undergraduate-research@ncsu.edu


Work on your resume

For the remainder of the time, we’ll be floating around to 
help answer any questions or provide feedback on your 
resumes. 
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